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5 February 1954

MEMORANDUM FOR: Chairman, Incentive Awards Committee

SUBJECT: Meeting of CIA Incentive Awards Committee

25X1A

l, In sccordance with the provisions of
25X1A -Incentive Awards Program, the CIA Incentive Awards

Committee will meet on Thursday, 11 February 1954 at 2:00
PM, in Room 223, Curie Hall,

2. For initial Committee consideration, there is one
recommendation for a Commendatory Award and fourteen em=
ployee suggestions. The Commendatory Award recommendation
is outlined in Tab 8; the suggestions, together with the
evaluation brief prepared for each, are summarized in Tabs
2 through 7, and 9 through 15, and are supplied to you for
your advance information., Samples of proposed forms,
sketches and other material mentioned in the attached
briefings will be available to you at the meeting.

3. In order to provide ample time for discussion of
the suggestions and Commendatory Award recommendation, it
would be appreciated if the attached briefings could be
reviewed by you in advance of the meeting.

FOR THE CHAIRMAN, INCENTIVE AWARDS COMMITTEE

25X1A

Executive Secretary

Attachments:
Tabs 1 through 15

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080007-1



“ Approved For Release-2000/06/19 : CIA-RDP80-00832M0100080007-1

L

AGENDA

COMMENDATORY AWAED
pufiti} TAB NO.

SUGGLSTIONS

SUGGESTION :
' HO, . IAB N0,

583
689
Felif
L=
598
322
692
378
587
572
540
569
567
533

FGEEBvvourvwnr

e
R

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080007-1



. Approved FosRelease 2000/06/19 : CIA’-RDF"8M0832A000100080007-1
Boployes Suggestion No, 583 | @/QG;L,@U/

A, Sumary of the Suggestion:

The suggester proposes a method of dusteproofing small mechan-
ical bins for the handling of sensitive items of equipment in order
to effect a savings in man-hours necessitated by present procedures,
This method consists of a draw-type curtain being made to alip on
a rod six feet long which would then be attached along top of the
bins with material heavy enough to hang close across the bins, thus
shutting out dust. The curtains would be made in two sections with
draw strings in each and should measure 3 1/2 feet wide by 7 feet

high,

By Present Method:

Items in mechanical bins are dusted mamially, requiring from
two to three man-hours daily in being dusted. As a result of the
dusting, items are not put back in their proper locstion whiech
delays the filing of requisitions as a result,

Cs Proposad Method:

With draw-type curtains considerably less misplacement of.
items will take place and items of equipment will remoin fres from
harmful dust for a longer period of time, Implementation of the
suggestion would free warehouse employees to do other assigned
dutiss.

Do FEvaluation of Concerned Officae:

The Logistics Office has indicated that the suggestion will
be adopted for use in the following recommendation:

"This office concurs in this suggestion and the depot
is taking steps to have curtains installed on bins
containing sensitive items, ' _

UThe savings in man hours per year will asmount to
approximately $2,000,00," _

B, Recomnendation:
In keeping with the Table of Awards for suggestions with tangible

savings, an award of $75.00 is recomnmended based upon the estimated
savings. ' '
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Employee Suggestion No. 689 W

A Smima;v', of the Sucpestions

- The muggester proposes the Agency use of Transloid, a
paper base film manufactured by the Haloid Co., to replace
higher priced films wherever feasible. Printing jobs requiring
speed such as Intelligence Interview Reports, News Clippings,
- Office i\’emormua, and various Oza.lid Jobs, to name a :t'ew, can
- be done on this f£ilm, .

B, Eval.uggion of Concerned Office:

The' Chief, General Serwices Office has recommended that
this suggestion be adopted for use and has supplled the following
evaluation: ‘

W3atisfactory tests have been made at the NN 25X1A
Plant using the recommended Transloid film. :

"The £ilm has definite applicability in the Plant
and savings reallzed smounts to anprox:mately £15.00
‘por 100 sheets. An anmuel savings of $1,000.00
would be realigzed on our estimated consumption of
6600 sheets of the Transloid f£ilm.

"It is recommended that the suggestion be adopted
and that the person meking the suggestion be comw
perisated accordingly." '

C. Recomenda.t.ion#

Baged upon the estimated savings as indicated in the above
evaluation, an initial award of $50.00 la recommended,
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BEmployee Suggestion No. 3-W w

A, Summary of the Sugeestion:
The suggester proposes that an automatic cut-off nozzle be ins_taii’ed’

on gasoline pumping equipment at thellllllmotor pool in order to effect
econony and efficient operations.

B, Evaluation:

This suggestion was sulmitted by a guard employee of [} The Engin-
eering Division of the staticn has provided the following evaiuskion:

v

-

"If this type of nozzel was installed, it is belleved that it would
save approximately one hour of labor per day and would provide

a better opportunity for the gas attendont to check oll, water
and tires on the vehicles, It would prevent the spillage of
gasoline by cutting off the supply before the tank ran over.

It would also eliminate the tendency to £il1l the tank to the

full capacity and cause additional loss of gasoline due to
expansion during hot weather. It is recommended that it be
asccepted.” '

The local Incentive Awards Committee met 22 January 1954, and after
due consideration of the susgestion and the evaluation submitted by the
Engineering Division, determined that a cash award was merited. /An estim-
ated average yearly saving of £250,00 should result from implementation
of this suggestion., -

Ce Recommendations

In view of the- tangible savings and the intangible benafits
of Improyinf the effici e&\ of vechicular maintence, that conmittee recoms
mends g award of 525, to} the sugpgester, '

et

I
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‘2-

"More direct provision has been made for coding information
on financing of trade when it is described in such a menner
to warrant coding it as o distinct subject. This occurs
vhen the mechenics of financing are described, It usually
involves mentlon of letters of credit or other nepotiable
ingtmments and the correspondent banks. In such & case
i1 4is coded as 2 foreisn exchange transaction-772.5. All
of these subjects are coded with appropriate ares codes, and,
when known, with rclated area codes. It is possible, howe
ever, that this information may not have been coded at all
becausc of an oversight or because no such information was
received. To ensure that the subject is coded properly in
the future, instruction has again been given to all the
Library Analysts with regard to the importance of the subject
and the procedure as described above.

"je appreciate the researcherts suggestion and hope he will
continus to bring to our attention proposals for improving
our services."

: C,. Recommendations, . Yorn

&, oo T |
W W In kee;;.ng with Paragraph 4, Part II - Suggestion “tandards,

T- contained in Comnittee Members Handbeok, this sugrestion should be

C / considered for award since the suggestion is meritorious within the

v eaning of the leaw since 1t has brought about an improvement in oper-
OQMUJ wilions or services. '

ia L/ Level D of the Scale of Awards for Suggestions with Inbangible
Benefits is recommended to the Commlttee for consideration for award.

SECRET
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Employee Suggestion No. 322 M

.Ag Summary of the Suszestion:

“he suggester proposes the enforcement of the lepal speed
limit of 25 miles per hour on 26th Street as & safety measure
of benefit to employees crossing between Cue, M and _
Street Buildings,. :

- B Dyaluation of Concerned Offices:

The Chief, General Services Office, has advised the Cormittee
that, although thelr office was not coznizant - of speed law vio-
lations ocourring in this area, they agreed that enforcement is
mandatory in view of the heavy employee~pedestrian traffic crossing
26th Street between the above named buildings., Accordingly, they
hgve contacted the United States Park Police on the matter and ,
have been assured that 25 MPH signs will be srected in appropriate
places on 26th Street in the near future. Recent conversion of
of thie block to northerly oncwway traffic, however, eliminates
the need for signs at hoth ends of Tempo M Building as also
recormended in subject suggestion.

25X1A

P Reccmendatignz

& K _ A toke, commendod for this safety sugpestion
/7L with Etamgible beneflits ceping with the Scale of Awards as

found in the Committee handbock. For the information of the new
Conmittee members, a ¢ost analysis of an employee accident taken
from employee compensation files is attached,

SLd) ol o 4l /&MZ/;% -

%:f’%ﬂ”q{( ' :
Urfel) ol Pty CTTT” o ke
ﬁ*”/%w*f/?:),,fqum betn ‘armibott, _

-

7€t4, £ Xrrefol

M;M%m a yorod %;?Mp%;
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COST ANALYSIS OF EMPLOYEE ACCIDENT _

To provide information and guldance to the Incentive Awards
Committee in determining the valuve of suggestions relative to
the olimination of safety hazards, the following cost analysis
of an employee accident from the files of the Tmployvee Services
Division, Personnel Office is submitted:

The employee, while on official business, was struck by
an automobile on 14 feptember 1951 in erossing the stroet
enroute from one Agency tuilding to another. The en-

_ployese (top step GS-11, %6,940 per annum) at his slection
was placed on sick and annual leave until 13 March 1953,
“nployee Comnensatinn payments then started at the rate
of %398,20 each 4 veeks. He returned to duty 19 October
1953. Compensation payments to the employee totaled ap-
proximately #7,764. If the employee had not elected to
use his leave, thu compensation payments would have
amounted to 10,476, .

In addition, while there is no way of exactly estimating
the cost of medical expanses involved, they have been
estimated to vange from two to four thousand dollars.

On the basis of the above fipures, it will be seen that
the cost to the US Covermment for this one accident alone
will total over *10,000,

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080007-1



Approved FagRelease 2000/06/19 : CIA-RDP3¢400832A000100080007-1

/
?O ) wf‘re
Fmployee Suggestion No, 692 @/Q/Q/

A, Swmmary of the Suggestion:

The suggester proposes the posting of cafeteria menmus closer
to the entrances in order to reduce delay caused by last mimute
deliberation of the menus in the serving lines. The impleméntation
of the suggestion could result in a speeding-up of sorvice with
resultant shortened lunch pericds to effect man~hour savings through
such shorter lunch periocds.

B,  Evaluation of Concerned Office:

The Chief, General Services Office has indicated that the
suggestion has been adopted for use. That Office further states:

"ehat arrangements have been made with CGovernment
Services, Incorporated to have existing menus re-
located from the rear of scrving counters to advan-
tageous points nearer the entrance of these serving
areas.

"It is the opinion of this office that this will help
to eliminate the lasteminute deliberation on menus by
employees on the serving line."

Cq_ Hecormendation:

Approved previous awards by the Committee for suggestions cone
cerning cafeteria improvements providing intangible benefits have
panged from $20 to $i25. Assuming the serving of Il enployees daily 25X9
in the "K' Building cafeteria and using the average grade of GS=8,
if a reduction of 30 seconds in the waiting time of these employces
, were effected, a savings of approximately $2,250 per anmum could
result. However, it is realized that this saving of time could be
off-set by other factors and, therefors, is furnished the Comnittee
as information to justify an award, rather than as a basis for
award,

H/?\A\JZ%%W o MWO'/‘“M
45 o 7% | g/&,«» .
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 Commendation Award

A, Information about the Suggester:

25X1A ~ Coordination and Requirements Staff, Loszistics
Office ‘
B, Summary of the Accomplishment:
25X1A developed a new form for use in the Loglstics

Office--Form No. 36-262, lequisition & Shipping Instructicns -

for Supplies & Rquipment. In developing this new requisitioning -
25X1A form, M voriced with the operating personnel, who use

the form to initiate requisitions, as woll as the processing
personnel, who receive the requisitions and act upon it, AL
items and suggestions by these personnel were incorporated in the
form and their final agreement obtailned., The form eliminated the
two forms previously uaed,

C,‘ Corments of angerned Office:

The Loglotics Office recom:ends to the Incentive Awards ‘
Cormittee that the accomplistment of [ Ive considered for
a Commendatory Award under the provisions of Paragraph 3a(5),

25X1A Incentive Awards Program, in the belief that
~ industry and initiative of the type outlined above deserves re-
: cognition above that normally given by the supervisor. My,
25X1A ﬁ supervisor has indicated that the form was developed

entirely on his own initiative and was not a part of the normal
requirements of the duties of his position, Howsver,.
oN  further iInvestigation, the Conmittee Secmﬁﬁm&t
WIJ‘ 4/ GtheF Tactors exiated

ed In the development of the form which
resulted In a determinatlon being mads by the office that A

Commendatory Award through the Incentive Award's charmels

W ! ‘ would De I Thie best Interssts of the office,
o L

e

SEGRET

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080007-1



70
FROM

7 SECRET w |
Approved FégRelease2edtrob{oa{giRDPSe70832A000100080007-1

COFY
: Chief of Logistles

: Chief, Coordination Section

SUBJECT: - Ineentive Award

25X1A

25X1A .

25X1A

_ 1. I - nonber of my Section, has developed a
new form for requisitions (Tab A). This form was developed entirely
on his own initiative and was not a part of the normal requirements
or the duties of his position.

2. In developing the new requisitioning i‘om,,_ has 25X1A
worked with the operating personnel who use the form to initiate
requisitions, as well as the processing personnel who receive the
requisition and act uponm it. All ideas and suggestions by these
personnel have been incorporated in the form and their final agree-
ment obtained, The form has besn approved for use and will eliminate
the two forms previocusly used (Tab B).

3. This office is not in a poéition to evaluate the monetary
savings involved,

4o Industry and initiative of this type deservea recognition
above that normally given by the undersigned as supervisor.

5, T% is recommended that some Agency-wide recognition be
given to

25X1A

Concurrences:

25X1A
Chief, Coordination and Chief, Coordination and

Planning Branch Requirements Staff
2 At.tachmmés

Tab A
Tab B

LO/CR/CP/PS/LWD: £de (10/20/53)

Distribution
1 Offieial File (C&R-C&M 2-1)
SECRET COPY

N R e wbed 8 U el e Gt
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. : COPY
T0 : Executive Secretary, Incentive Awards Committee '

FROM : Acting Chief, Administrative Staff, Logistics Office
SURJECT: Incentive Award

1. Attached hereto is s recommendation for an ingentive
25X1A award for Coordination and Requiremente Staff,
. Logistics Office. Also attached are coples of the new and obso-
lete forms deseribed in the recommendation.

2. The new form (36-262 & 36-262A), Requisition and
Shipping Instructione for Supplies and Equipment, is currently
being reproduced for distribution and use throughout the Agency.

‘ 3. As a result of coordimating the attached recom-
‘mendation within the Logistics Offige, it has been determined

25X1A that B demonstrated cutstanding oualities of interest
and leadership in the development of the new form and that he
ghould be issued an appropriate commendation award.

D 254

1 Enclosure
- Recommendation (as mentioned
above) w/Tabs A and B

LO/AS/JDD:mel. {27 November 1953)
Dietribution:
0&]. -~ Addressae

1 - Lo/orficial file
1 - CAR Staff

SECRET CoPY
Security Informatiom
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Suggestion Number 378

A, SUMARY OF SUGGESTION

‘The sugpestion proposes that the width of the nine forms of
the 5l-sories, Information Report, be redused from 8} inches
to 8 Inches in order to expedits the extrasting and
on standard 5 by 8 cords of information published in CIA reo-
ports, In addition to benofits accruing to the Agency, other
© IAC Ageneles, also vsing § by 8 inch eards for carding intel-
11gence information, would be benefitted by a similar Pormat
of CIA reporta, :

B, EVALUATION

Thly suggeation was Initially referred to the Chief', Goneral
Services, June 1953, and that Office has supplied the follow-

Ing evalvation in & memorandum dated 5 Avgust 19533

% . . The suggestlon was referred to 00 for comment and
that O0ffice concurs in the suggestion that the width of
the forms be redused from 8% inches, . , , €0 alao calls

attention to a aimilar proposal made in December 1951 25X A
the Chief, Industrial Register, OCD," (#,
unavare of the Imeentive Awards Progrem, s tted this

suggastion through supervisory chammels 27 May 1951 with

the thought thet when approved by his supervisor the UG-

gestion would be formally submitted.) 'We find that aoc-

tion was taken in Decembor 1951 to have the width of the

reinting on these forms reduced, . . , Howover, there

apparantly was no follow through on this change as the -

forms have since besn printed on 8% inch by 1 4noh papar.
- 8ince these forma are reproduclible masters fyom whieh

coples of the reports are printed 8 by 14 inch paper can

be used. This office concurs in the suggestion that the

width of these forms be reduced to facilitate the extract.

Ang and carding of informatien. ., . It is not posaible to

eatinmate monetary savings, 1f any, to the IAC agencies,

vhich w11l result from more efficient extracting and

carding, However, the suggestion has merit for its pro-

motion of inereased effielency, . , 00 sugpests that the
suggeation be weferved to 0D for their conaideration,®

In a memorandum dated 11 August 1953 from the Tndustrial .
Reglster Division, OCD the following information was furnisgheds

". o o IR d1d initicte in 1951 the mame suggestion eontained

in JWIOWQ Suggestion Yo, 373. It was originated by v,

25X1A and diseussed by [ thon Chief of the 25X1A

CONFIDENTIAL
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Tndustrial Register, with the Chicfs of TDD and 00/C, IR feels the
seme today as it did in 1951, In o reopresentatlve six.months perlod,
from Decenbor 1052 to April 1953, TR received 17,509 80, 005 and FDD
publieatlons., A1l of these reports had to be trismed dowm to a wildth
of & inches to £it our £ilos,®

Tn Soptember 1953 the Exocubive Seeretaryy following up on this suggestion,g
et faformnlly with the Chlef, Printing end Tieproduction Division to dis-
euss ‘the possibility of lmplementlny the suggestion. Following that oon-
forenco, o memorandum doted 13 October 1953 wes reccived from the Chief
of thot Division svgpesting that a memorondum be written by the control-
1ing offiee to the Chlef, General Serviees, roquesting that the necessary
ghanges ho made in the formah of the form, The Goruidbteo Soorotavy then
disoussed the suggostion with the Forms Control Staff and the final
evalustion wvas reeeived from the Chief, Genersl Servieec on 30 Hovember
1953 posarending thot the suggestion be adepted for use. A part of
that evaluation iz quobed below.

nSupgestion 7378 s not now, as NN 27 10y 51 25X1A
sugpestion covered the same material, lowever, insoforas this

office son dotermine mo positive action wes ever taken on his

sugpestion, other than to obtaln semeonts from intorested

activities, : '

"Tn view of the long history of elearly sstablished vequirew
rents for an & ineh width limitation on rm-off eoples of
information roporks the following posltive actlon will be

$oken by the Forrs Memageneont Staff, G30.

WRorrs 51-4A, 51-4A-1, 51-4 Adgy 51-4By 5140, 51-4D, 515,
E1-61 and S1-618 will not be reprimted in tholr present formet.

TMhenever a ro@int of any of these forms ia sequestod, revie
gieon of the forat will be made to provide for an astunl
timage aise’, . . Coordinntion with offices of pPlmary
interest w11l be effestod mrler to prosuremert.

"Tn the interinm, obsolesesnce of stocks iz considered ume-
conomieal, Tt is sugpested that the offices of primary
ixterest in these fowms issue suitable instruetions to pre-
paring activities to provide for typing £ill.in informatlion
on the verious masters in acgordanss with the dimsnaions
referred to in par 2 b above . . « (instructions given here

for of Plees preparing reports)
PAs stated in our meroyandum of 5 Aug. '53; a monetayy sov-
ings will not result from redueing the size of rummoff eoples.

Prinoipal savings will result from more effieclent sarding
procedures both within end cutside the Agency, Uhile such

CONFIDENTIAL
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sévings are recognizable, tangible and eomputable, sufficient
dita is not available to this office to make such computations
. v « It iz desired to point out that if snd vhen an award is

made 1t would seem appropriate that both —l& the 25X1A
P orlginal auggestor, and the originator of suggestion #378 share
| in the avard, While #378 is not original NN -vc- 25X1A

‘ gestion was apperently dead. Hence #378 has had the effect
o5X1A  ©f resurrectiny I svggestion and securing favorable
positive action,® ' .

| ¢, ESTIMATED SAVINGS

" Inquiry made Jamuary 1954 by the Executive Secretary to a principal user of
the veports, Industrial Register Division, OCD elicited the £ollowing esti-
mate of savings:

a, The Industrial Register Division indicates that a total
of approximately 36,768 80, 00, and FID publications
wore received from Decomber 1952 %o Decermber 1953 (based
upon a representative six.month pericd with allowance ‘
for a 10% increase in the number of reports recelved for
the last six months), A1l of these reporits were required
%o be trimmed by hend to £it the files,

b. IR egtimates that a total of 1,225 man-hours were re-
quired to proeess these reports for filing duc to thelr
oversize,

e. /The average grade of employees engaged in this activity 1s

eotimated at the 6S-7 level (employees performing this duty
from GS-5 to GS-9).

‘d. Multiplylng the hour salary of GS-7; $2.02 by 1,225 man-
hours results in potentisl savings of $2,474.

Recommendations

It is recommended that, in view of the circumstances, a shared award B

| considered by the Committee for I ond the suggester, It is " 925X1A
1 believed that a further recommendation from the Committee member from )

25x1P/T, I vov1d be most sppropriate. waﬁ:

e ST
o

CONFIDENTIAL
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Buployse Suggestion #587

As_ Summary of the Susgester

The suggester proposes that, in the pouching of material teo large
to be confained in Air mail envelopes, the choice of envelopes be leaft
%o the person doing the pouching rather then being labelled by employess
preparing the typed material as at present. In this way the poucher
would be enabled to select the proper size envelope for dispaleching.
Sawings should be effested not only in the conservation of envelopes
but alsc in the cost of transportation through a reduction of total
walght.

B, Eyaluaticn

This sugg;éatiom was initislly evaluated by the Chief, Records
Integration Division, DD/P, who has supplied the following informations

®This employee suggeséion has been reviewed im RI, and
is considered to have merit in principle. However, « . -
it does not provide comparative cost and savings, nor
does the employee suggested a means of enforcing the
nesessary instructions for the use of enveloypes . - .
The pouching clerks exercise freedom of choice in

the sizs envelopes considered necessary . . .The
pouching clerks are also instructed to use the

smallest emvelops possible . . . The foliowing coat

for kraft envelopes have besn cbtained from the

Puilding Supply Officer . . .{ranging from $3.50 par
thousand for 64" x 93" to $49.10 per thousand for

164" x 18° size.®

The Logistics Office has recommended that the sugrestion be adopted
for use and has supplied the foliowing eveluation to the Committes:

i. "That portion of the suggestion recommending
instruction regarding the use of envelopes as
small as possible has merit in principle, how-
ever, no estimate can be furnished as to any
savings which may result, ' '

2. “The prices of the envelopes, as ghown in the
evaluation by Chief, RI, are correct and it is
quite apparent that proper wtiligation of the
envelopes ascording to the size or bulk of
material to be placed in the envelopes will re-

~alit in dollar savings. :

.\Q
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3o "In conjemction with the Supply Economy Program,
it is the intention of the Supply Division/rO
to utilize this suggestion as material in subse-
quent issuances concerning supply matters in
general "

The Logistics Office has jndieated that whils it is questionable
as to any savings which may result from use of the suggestion,
they have recommended that an award be considered.

Following ths receipt of the above evaluations, the Executive
Sacretary obtained the following figures on the issuing of
xraft envelopes in the area serviced by the Building Supply
Room in Jay Buiiding with RI indicated as the prineipal user.
For the three-month pericd, October through December 1953,
13,000 kraft envelopes of the sizes 1isted above were issued.
The Puilding Supply Officer indieated that he belisved this
was a representative issued figure for any given three-month
period of the year, therefore, 3t would appear that the total
figure for a year's issue would be 164,000 envelopes,

C. _Recommendation:

Tn view of the intention of the Loglsties office to utilize
this suggestion in comnection with its Supply Economy Programg
it is recommended that an award be econsidered to the suggester.
The savings to be effected are considered intangible,
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Employes Surgestion No, 572

Ao Surmary of Suggestion:

The suscester proposes that the seven forms in tho 35-31 series
be designated by an alphalietical sub~designation in order to provide
for more esract WI recuisitioning, supply and dzlivery proccdures, At
present, Tom Mo. 35-31 is used in seven different combinations, all
alike in format, the distin-uishing feature being the color and nurber
of carbon inserts to each form. The nuuber of carbon inserts and
color govern their use in Records Integration. In ordering these forus,
it is necessary to denote which particulor color and nunber of inserts
is needed. This has lead to frequent misinterpretations in the past
in requisitioning particular combinations of the form,

B, Bvaluation of Concerned Offices: -

The Chief, Records Integration Division has reccmmended the sug=
gestion be adopted for use and has supplied the following information:

"eseoThe monetary savings resulting from this suggestion can~
not be estimated by RI, but there would result improvement

in working conditions through more orderly and exact RI
requisitioning, supply, and delivery procedures. An exact
nomenclature of the abstract forms would also tend to elire
inate any errors in N7 resulting from confusion in the selece
tion and use of the proper abstracts, It would also simplify
the procurement and handling of the forms in Building Supply.

"It is possible that the Building Supply Officer can provide
information regarding any monetary savings to be realized

by the adoption of this sugrestion,

The éu.ggestion wag further referred to the Logistics Office. That
office indicated concurrence in the proposes suggestion and recormended
that it be transmitted to the Forms Control Officer for final evaluation,

_ The Chief, General Services Office, has made a final recormendation
that the suggestion be adopted for use, A part of that evaluation is
quoted below for the information of the Committea:

"eeeolle concur in sugrestor's contention that designation of
seven different combinations of the basic form by an alpha-
betical sub=designation following the form number would
sinplify recuisitioning and handling procedures, Numbers
will be changed by the Forms Management Staff of this office
when supplies are ree=crdered." '
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There follows identification of the proposed forms. The General
. Services Office also indicated that because of the large quantities
used (estimated 150,000 per anmum) and their understanding that at
times preparation of these forms becomes more or less a procuction
operation, they reecc:mend that consideration be given to utilizing
these forms in a continuous or semi-continuous style, This wac
discussed with the Chief, RIL, by the Executive Secrestary of the
Cormittee who wab informed that this latier recommendation was

not considered practicable by HI.

Ce..Locormendations

In view of the difficulty in estimating monetary savings in-
volved in the adoption of this suggestion, it is recommended that
. an award based on jntangible benefits under Levcl "D" in the Scale

of Awards be considered. ‘

$5

Approved For Release 2000/06/19 : CIA-RDP80-00832A000100080007-1



Approved FegRelease 2000/06/19 : CIA-RDP¥.00832A000100080007-1

Enployee Su.ggestion Nb.. 540

A, Swmary of the Sugpestion:

The suggester proposes that, in order to increase efficiency
and spoed, files be arranged to run in a horizontal sequence rather
than the vertical sequence now crployed. This arrvangenent would
also greatly improve our present system of f{le expansion and
=2ffect savings.

By Twweluation of Concerned Offices

The Chief, General Services Office has indicated that the
suggested arvangement of file material in filc cabinets is not
considered an improvcment over the present arrangement for the
following reasonst

8. "The theory for expanding the file, which is the
basis of the suggestion, ls not truc in actual
ractice becanse it is very unusual for all
portions of a file to expand equally. In addi=-
tion, files require expending only at infrequent
intervals.

b, "The arrangement suggested can be utilized only
when a file is voluminous emough to require a
lerge number of file cabinets.

c. "Standing, or sitting, in one position is monote
onous and tiring and leads to loss of efficiencyo®

Co Recormendations

Rejection for award of this suggestion
in view of the above appraisal., 4 letter of appreciation ckpressing
tho Cormittee's interest in the constructive thinking apd-initiative
skhoun by the suggester is reconmended o
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Employee Suggestion No, 569

A, Summary of the Sugeestion:

The sugrester proposes that the use of a snap-out dispateh
form (see attached proposed form) be adopted by the Agenev to
provide savings in typing, filing, assembling, and to further
increase the use of dispatches thersby decreasing the use of
expensive cable facilities,

By Evaluation of Concerned Office:

The Chisf, Records Integration, DD/P, advises that such a
proposal has been under consideration for the pvast two vears,
and is presently under study by Organization and Methods Service,
The ramifications of the introduction of a reproducabls dis-
patch form include security, personnel avallable, equipment,
space, Headquarters and Field supplies and the problem of the
reproduction of enclosures. A potential solution, vreseatly
under consideration, is the use of "facsimile transmission®
-coupled with multiple mechanical reproduction faellities.
Further, it is not believed that the proposed form considered
all the complexties of the problem.

D, Reecomendation:

Rejection of this suggestion appears t
view of the above appralsal, A lette;
sing the Committee®s interest im the
and initiative shown by the suggeste

SEGRET
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Empleyee Suggestion Noo 567

A Summary of the Sugrestions

The suggester proposes that a schedule of 0ZR (TRS) train=
ing be instituted after normal office hours teo: _

(a) further Career Service development;

(b) to provide a greater efficiency through more
highly trained personnel; tralning those staff
members who cannot be made available for full®
time tralining due to work load and/or lac: of
sufficient or qualified personnel to ful il
current work lead during absence of regular
incumbence of poaitions.
ppiieideandyisshb

(¢) To enhanca morale through making tré.ining‘
available to those who cannot be made avail-
able for full-time training.

B Evaluation of Concerned Offieg:

The Director of Training has advised rejection ‘for the
‘following reasons? h _

(a) The administration of this proposal would not
be as simple as it is implied in this sugges-
. tion., The provision of study materials and
elerical help would present problems, The
use of space at night would cause complications
for the day-time students who need and desire
to study after howrs. '

(b) Procurement of instructors would be the most
serious problem. The present staff of instrue-
tors could not ¢ake on this additional burden
and any additional load would lessen their
morale as well as their day-time effectiveness,
The teaching staffs have had t2% put in over-
time for yaars.

(c) Selection of the individuals to take after-
hours coursss rather than the regular ones
would be difficult to control, Theoretical,
TR(S) could be placed in the position of
having to do moat of its work after hours,
if enough people pleaded inabiiity to get
away from their desks, Stretched-oud '
evening courses could be used by some indi-
viduals as a device to evade the formal
regulations and training requirements,

CONFIDENTIAL
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(d) The Office of Training disagrees with the
gconcept of Training implied inm this sugges~
tion, Appropriate training is essential for
the individual and his successful performances
it is so important that time must be found
for it as part of his daily work. It is not
an extra something to be aequired for "preater
efficiency® and "professional improvement®
12 and when he can be spared from his regular
duties. '

G, Recommendation:

Rejection of this suggestion appears to be indicated in view
of the above appraisal n-the office conesrned with the subject
of the suggestion. letter appropriste to the suggester is
recommended.

CONFIDENTIAL
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Employee Suggestion No. 533

A, Sumary of_ the Suggestion:

The sugrester proposes that IR, GR, Map Library, and 25X1A
CIA Library be housed in one place, or, as on alternative if
the above ic not possible, that refercnce personnel from each
group be located in one central opot, as separation increases
the diffleulty of the researcher ang may even prevent him
from exploiting all possible jntelligence source materials.
This would also be beneficial to the library staffs who labor
so ¢iligently without adequate recognition of their actual
acconplishments.

Bg Tvaluation of Concerned Offices
The Office of Cellection and Disserination has furnished
the Committee with the following informaticns

BOCD agrees with fuggestion Noe 533 that it would be
preferable to have all reference facilities located
together in the same building, so that they would
be more conveniently available to the researcher and
to each other. CIA space problems have not yet pere
mitted this icesl to be attalned, anc there is no

irmediate prospect of ite accomplishmente

8The alternative suggestion = that a representative
from each reference facility be agssigned to work in
the reference area of the CIA Library = is an idea .
that has been considered from time to time but has
not been adopted for various reasons. The reference
1ibrarians are trained to work in close ccoperation
with the other reference facilities, and are informed

. concerning the reference material awvailable from each

Reglster. They are therefore able to advise the re-
searcher when it would be helpful to consult the other

- peference facilities, and will assist in moking the
required contact. The OCD Divisions work closely
togsther as a team, and each separate fecility is
alert to the need of informing a requester regarding
other 0CD facilities in appropriate casese. "

Ce Hecommendation:

appears to b
of appreciation efpressing
itia-

Rejection for awarc¢ of this suggesti
in view of the above appraisal. A lette
the Committee’s interest in the construckive thinking and 3
tive shown by the suggester is recoumenceds MJ\‘
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